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CHAPTER IX - PERSONNEL RECORDS AND REPIRTS

The objective of maintaining adequate personnsl records is

to provides (1) the documentation necessary to chow that

the legal, regulatory, and procedural requirements have been
met in all personnel actions, (2) & basis for making decisions
involved in personnel actions and for planning operations,

and (3) a basis for reports on personnel activities.

Program Elemente i

a, Maintenance of accurate and necessary records,

Keys to Evaluation Procedure for Evsaluation
1. Have the offices responsible for 1. Review instructions and talk with
the maintenanes and use of records those vho maintain and use reeords

been furniched the necessary instruc- to determine:
tione and saquipment for doing an a, Adequacy and clarity of
pgffective job? instruetions,
b, Availability of instruetions
and records handbooks, and use
made of them,
¢, Whether equipment in use
faeilitates the maintenance
and use of records and whether
rechanleal or other labor-saving
devices are usaed to reduce time
ard cost of maintensnee or to improve

the accuracy of records.
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Keys t0 Evaluation

Does the records system meet the
requirements of the Civil Servies
Commigsion and other staff and eentral

agencles and are the records accurate?

3. Do personnel records meet the

nanzgerial needs of the ageney?

o~

Progedure for Fraluation

2, Review internal records inetrue-
tions and a sample of the personnel
records pruvided for in Civil Cfervice
Handbook S-812 end discuss uess with
personnel offieer and psrsonnel elerks
to determine that:
2. The system msets the require-
ments of the instructions
menticned above,
b. The records are acournte,
cumplote and ewmrrent,
3. Talk with operating, persomnel and
other staff officials to dotermine:
8, Whether recurde make accurats
information readily available as
a basis fop:
(1) Making plans involving
personnel activities,
(2) Making decisiong on in-
dividual personnel actions.
{3) Effective first-line
supervision and managenent of
employses,
b, The ready availability of in-

formation needed to prepare nsce ssary

reporte,
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¢, Success of the records systen
in meeting the requests for inforima-
tion of managemant offices in the
legislative - or executive branches,

b, Elimination of duplicative and unnecessary records and reporte for purposes

of maximpn economy and efficlency.

Keys to Evaluation
L Does the organization review the

personnel records being maintained and
reparts being prepared to weigh the
velus or necessity of each in relation
to the requirements end in relation
to each other?

p—

> Have unnecessary records and
reports been eliminated?

1.

Procedure for Evalusation
From information obtained from

personnel or other management of-

ficials, determine the frequency and

extent of much review,

2,

e, From informetion obtained
above, from & review of appropriate
management reporte; and fyran a
review of oxisting records, also
determine whether any unnecsssary

or duplicative reports or racords
exist end whethey steps have been
taken to consolidate or eliminnte
these records and reports,

(Consider in this regard what records
are maintained by organizations out-
side the persommsl office, what in-
formation these organizations need,

and the moet sconomieal source fyom

= 3 wvhich thel d be met
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Keys to Evaluation Progedure for Evaluation

b, From information developed above,
determine whether records and reports
required by authorities outside the
agency and by higher levels of the
organization have been used to the
maximm extent possible for internai
management purposes, Also determine
whether these records have been
augmented to the minimm extent nec-
essary in establishing a records and
reports program which meets the needs
of the establisiment, Consider alec
the efforts made by the agency in
recommending the modification or
elimination of ummecoaesary or éup-
licative rsports or records asked
for or required by outside control

or staff organizations,

Approved For Release 1999100/07 : CIA-RDP72-00450R000100110006-4




Approved For Release 1999/09/07 : CIA-RDP72-00450R000100110006-4

6. Periodic review of 211 recorde to insure their orderly dispostl in accordance
with appropriate records disposal schedule,

-
w—

d, Frompt transfer of records required by other agenoieas.

to Evalua Progedure for Evaluati
1, Is there a records disposal schedule 1. Determine from informstion obtained

that will meet the needs of the agency from appropriate agenay officisls

and the standards established by high~  yhether:s

er organizational levels and cutside &, There has been a review con-

staff and control agencies? ducted to identify all records ae
to their location, quantity, use,
and age,
b, 4 records disposal schedule
has been developed.

- ¢. The records disposal schedule
recognizes the requirecmenta es-
teblished by higher echelon and
outeide staff and control agencies,

2. Are records disposed of as 2, Uss information developed by evalua-

provided by the schedule? tion procedure 1, above, to determine

vhether there are periodiec reviews mads
of records and files for disposal as
provided by the achedule, Also, review
a sample of records to determine whether
any have becn retained past the schedule
for their dieposition,
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3. Are the required reecords promptly

—

ransferred?

3. Review a representative sample of
sexrvice recerds of separated or trans-
ferred employees to establish vhether
prompt action was taken to foruwerd

personnel records as requirsd,

e, Issuing instruetions for processing personnel transaetions to prevent
uneconomical channeling and duplicate determinations,

Keys to Evaluation
1., Have systematic procedures been

developed for processing personnel

trancactione?

Have instruetions concerning
these procedures been made avail-
able to all levels of the organisza-
tion concerned with processing

personnel transactions?

3. Has all unnecessary handling
end channeling of personnsl ace-
tione been eliminated?

Procedure for Evaluation

1. Obtain information from appro-
priate personrel officials and review
established procedures to determine

the presence of complete ¢ up-to-dats
procedures,

2, Review distribution of instructions
o® procedures to see that they have
reached all who must use them, From
information obtained from individuals
regponsible for processing personnel
actions, determine currency, complete-
nese, and usefulness of instructions

that are availshie,

3. Review operations snd/or flov charta
and determine that all unnecessary steps
have been sliminated.
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‘ f, Telling employees which records are available for their inspection,

—

K to nat ’ Frocedure for Evaluation
1. Are employees advised that they 1, Obtain informetion frem appropriate
have the privilege of reviewing ap- personnel officials and. from Q review
propriate personnel records that of publieations, bandbooks, and train-
relate to their own employment? Ing materials determine that agency

poliay conforms with regulations and
that facilities used in informing em-
ployees are adequate,
2; From & representative sample of
employees, determine whether they
understand that they may on request
reviev certain agency peramnel

—_ records,

g FPreparation of necesssry reports regarding persormel sctivities for internal
management and for various branches of the government,

Keys to Evaluation Frocedure for Fvelumtion
1, Are persomnel reports regularly’ 1, Congidering the level of the orgeniza-
mage to appropriate loeal officials tion under review, diseuss with persennel
ineluding the head of the activity? or other management officielie the kind,

number, and frequency of perscnnel

menagement. reports furnished.
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Keys to Fvaluation Frocedure for Evaluation
"~ 2, Are personnel reports useful and 2, With tho consideretion in evaluation
meaningful for mansgement purposes? procedure 1, above, review with personnel

and other management officials the ap-
propriatensss of the econtent of reports,
and their understanding and use of

these reports.
3; Are all levels of management 3. Discuss with personnel and manage-
consulted in planning a personnel ment officials the extent to wvhich
reporting system? they participate in the plamning of

the personnel reporting system.

4o Are personnel reports to higher 4. Review a representative sample of
organizational lovels and to outside the reports to outside organizations
mrganizations made as vequired? or preparsd for a higher internal level

for transmittal to that orgznization to
determine if ocontent and timelinsss

are in accord with requirements.
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